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... which typewriter? 


Well . how do secretaries feel at quitting 
time? That's the test. Was the typing clear and 
clean—did it go smoothly and quickly without 
undue fatigue? Was one more day added to 
hundreds past without need for service or repairs 
For thousands and thousands of Smith-Coronas 
right through high-pressure war years, the answer 
has been an unqualified ““Yes’’—an answer which 


we promise will be more than ever justified by 





the performance of the new machines now 


Smith-Corona 


becoming available, 


—~ 











Lhe! 


RI 








The GREGG WRITER 


Vol. 48 JANUARY. 1946 No. 5 


SHORTHAND ADVENTURES 


You don’t know the half of it if you’ve never written 
shorthand in a reconnaissance car or an armored tank 








ANTHONY HAMILTON, G.I. 


[ was midnight, and dark as pitch. We PROACHING (I don't recall the coor- 
iad just taken the wn that afternoon linates ) ENEMY INFANTRY \7T 
and were waiting for a counter attack rACKING AT (co6érdinates) POSITION 


Earlier in the evening one German patrol CRITICAL. I sent the time signed and t 
ad been beaten off; we had two killed “k”. There was a second’s pause, and then 
und one boy shot through the cheek. That Eric gave the “R” for “Roger,” meaning 
fternoon we had lost our Captain in am “message received and understood 

ish, one enlisted man had been shot in the \s we waited for the answer, the Lieu 
ack, and two men were unaccounted for tenant whispered that we could not stave 
We were new troops; this was our third ff much more than patrol action and it 
day at the front would be costly if we were not ordered t 
| was operating the radio in the Lieu- withdraw. Seconds passed, minutes 
nant’s armored car The headsets were through the static and jamming I hear 
lamped over my ears and the static and Eric’s “fist” calling me. | gave him thi 
vyhining German bagpipe “jamming” flowed “k” and took the coded message. We wer: 
irough my head Mac” was on the gun told to withdraw behind prepared positior 


n the turret and “Mattie,” our driver, was 
ust waiting. I removed the headsets for WHILE preparing for bed early the next 


ist a second. The stillness beat my ear morning in the hayloft of a Saar Valley 
lrums. I could feel the tension as it barn, I recalled other times when my short 
radiated from the rew Then I heard hand had been brought into us On 
small arms fire on the other side of town Lieutenant Appler informed me that I was 
Mattie whispered that the Lieutenant had to help him on a court martial case. | 
urgent message and would whisper it fussed and fumed, trying to explain that | 
rough the vision slit. (We were but had not taken dictation in two years, much 
ed up so no light would escape.) Then less a court martial—but I| took and 

e Lieutenant’s soft, low voice filtered transcribed fifteen pages of preliminary 
through the thick armor, and on the large testimony. I remembered how I had solved 
id I had I wrote in shorthand, as best I the problem of taking dictation from a 
ild, what he said board of three members and a witness by 


} 


lining four columns to the page and start 





I COULD not see what I was writing, so ing each person’s speech in his respective 
ressed hard on the pencil and sprawled column. It worked fine until questions 

e forms out. I told him I had it, switched came in volleys; then, of course, the speaker 
the transmitter, and tapped out the was unidentified. But the Lieutenant was 

reliminary call, with an “O” for urgent pleased and satished when I handed hin 

Eric, at headquarters, immediately sent his the transcribed notes 

k” for “go ahead.” Then, by the dim red 

ight from the transmitter, I read my big IT was shortly after that court martial 

awkward shorthand forms and changed that I had discovered, while we were ou 

them into dits and dahs—OUTPOST n maneuvers, how conveniently shorthand 


REPORTS ENEMY TANKS AP- could be used with radio. One night I was 








Tapping out a radio message 


operating a voice radio between the Troop 
and a igher echelon when the Colonel 
called down and said, im no. uncertain 
terms, that rT wanted to speak t tine 
Captain. The Captain was young, a strict 
disciplinarian, and the type who neve 
makes an error in the presence of an en 
listed man. The only thing I| held against 


him always told me my gun 


was dirty after I had spent hours cleaning 
it. I called him to th mik When the 
Colonel heard his voice he broke out into a 
series of oath-peppered questions—“W here 


the T1 
Platoon go there? 
you? ” The Capt 
and perspiration broke out on his forehead 
He became nervous 


press the m 


1s op ? 


officer are vou 


button before 





On Occupation duty at Saalburg 
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ition Was very neering t 


talked. The situ 
the audience 


Finally, after many Sirs” and “N 


Sirs,” the Colonel gave him some instruc. 
tions, which, of course, | took down 
shorthand. The Captain was so eager t 
escape that, without checking to see ii 
ad the notes Pave a Roger.’ \\ 

[ informed him I had it all, he was a litt 





more al Cas eve secme 
» be dirty i I l rec ived the 
Good Conduct M« later 

IT was surprisi: ften shortha 
showed up in th tters. PS 
pertumed paper were shoved ler n 


[Ht 








“Time out™ crossing Germany 


S vervw Onc big burly 

) squc ato s geant sat LOW re S 1k 
ny bunk Ha tor vw said, “I’y 

got a tavor t i \ | | id i¢a € 

sergeants a i i 1 is qui 

ieved when i i_—scilette I 1 
pocket. “I wond would you read this 
he said, pointing to some outlines eat 
a PS. Writte1 fairly good shorthand 
was “I love you, do you love me?” | 
asked him if he wanted me to read it aloud 
He looked at the oVs pl iying wker on th 
next bunk I ay it softly.” I 
whispered it. His cheeks glowed and his 


neck and ears caught fire But | guess 


rather expected something like that, for he 
pulled another letter from his pocket and 
beneath the PS, he instructed me to write 
Yes, I do.” 

I understand shorthand, but not ve! 
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HINTS TO THE JOB AHEAD 


How you can help yourself to promotion by acquiring 
those qualities that employers demand in capable assistants 


HOWARD DONAHUE 








OS! typists a st grap 5 4 rit sniess l lerstand me 1 y work 
uu SK ica Wi ambiti if Ss at il tin juest 
and al entions 1! thea t that you can complete r letters more 

tutu Bu al yvorking a ltew years juickly than any gi n tl thee But 
they settie int the genera Ih ‘ W many times e€ pas t 1 you 
ark se sight t byectives | its sul se y iV i ft £ ack t tiie 
WW t appened ¢t mk ile lk additiona res ‘ ‘ atte | 
| ) lg Acly \ al it Was a i aske you to get me tf matior 
a} abl st gra It s ipablc I i S tha I « ild dictate 
a I ine A scus < qua ca \ be it ipp.« 1 wi tri 
tions i 1 t il c Wa \ R« uu y 1 igi | ss ret 
prepare t i ‘ . 2 etarial yb ar ‘ W Tie \ 1 gave the res the < ( 
suggested that she try I c ice t r new ma Murdock lt 
The tuat s lescribed lamilia that adn t een caught ) ) let 
to all 5 $ it tha \ it ve ive be ib t i da 
this gu Cog r attitud is a ig t. It’s those littl ts of ca 
stumbling bloc! t " s essness that make lifi ret wer 
it a t Casy rect i I é in efficient assistant al a st grap 
tuture and , n t t is \ must be mstantiy remit led yrodde 
along. lulled into t belief that merit wall ven, to do the job right. THOROUGH 
b COR i adva n t \ « NESS is i 5 tial 
< Ward yt $ \ Bb | i ~ . I t ~ ! 
re . i i yping ) t a’ grant s considered 
V 2 i t t i g telitg ask questions. But 
y and a that are a step TW in wstl i eat 
anead t itt <t ib 
‘ , i ra > 
PERHAPS un best be illustrated 4™swers t ire giv ach da 
, old y ed j Hy it t itt | 
\rt SiN ra 7 , t act t i . 
Bla ‘ ; ' x« 1\ EXC t iy at at ; nore 
j ‘ at ss ’ . ‘ i il vy “4 
cr Lit 1 il 4! % I it x ! 
veloped. But Judy was due 1 a disa ANOTHER thine that Mr. ( mie 
; ing t I way v 
OUT t hae ») Was filled Dy a gu have told Judy that many mmpanies 
‘ ad Ds it ATLS ‘ A ‘ ‘ } 
' sua va . 
yea iV \ t nage letern ‘ ' ul \ ‘ 
\ ? i (ira and b uled th yrromotior | tead t is « ‘et 
ni 1 and i \ irded k-ups " n \ jua at 
\ i i i ludy gree \\ ! t me f 1 Salary as 
Mr (,ray i l i il l Sta | y I I! is al yortunity motion thy 
app t xactly . sults ol . i la annual rat 
, lid oa . And if you tal gs a ul stud tell a 
‘ . > ‘ . suge ‘ . terect y ‘YT i pet , g ss. added 
spirit in Nil mk y ak i ! ‘ w n ased i mpany 
ere Ss is Vnv y ] ant still wu \ . rd may s tha 1g 
advancement t any ae , sacl , , ' Chat 
iCK ~ Ol Cha 
1 i Ails roa trank di s1o1 5 tha 





»»e 
+0 

im ve er standing by the t ] tin 
next che p is ma 

‘ 

\ ec a i I Vise \ ( ecutive 
for simple yet accurate employee grading 
as only six classifications. Three cover 
pers iality elations ith ther workers 
three refer to abil ind work habits 
hese classifications provide a compre- 


hensive of employee attitudes and 
from the 


help you 


ability, as you will see following 


suggestion will under- 


stand the 


your 


hart and apply each section tor 


own advancement 


CHEERFULNESS. It is always more 


pleasant t « ass 


Clated vit agreeable 


ether they b personal 


workers. T] 


Remember that 


companions 


} 1] 


friends or fellow lis personality 


factor is indeed important 


the opposite of cheerfulness 1s sullenness 
There’s nothing quite so aggravating to an 
executive as having to cope with dejection 
moodiness, and pessimism in his co-workers 
Wat felt 
to put up with unpleasant, grating 


When 


will be 


During the executives 
forced 


personalities 


many 


conditions returt 


normal there a decided change in 


their apparent readiness t 
standard 


than one 


accept sub 


workers. It pays in more ways 


to cultivate a cheerful disposition 


Equally as important as a stepping-stone 
habit of 
life 


enjoyment trom ali y 


to promotion, the cheerfulness will 


enrich your own and enable you t 


derive greatet 
activities 


COURTESY. This gracious quality will 


help you to hold your job win a better 


isciously fallen 


one. If you into 
the habit of 
the practice of 
effect 
in your business day. Your 
seemingly change for the better in their 
attitude This will be but a 
reflection of the change in your 
sonality. Like attracts like 


have uncotr 
abrupt irritable 
direct 


You'll find more pleasure 


being and 


courtesy will have a 
on you 
associates will 
towards you 


own per- 


COOPERATION. A_ willing worker 
pitches in and lends a helping hand with- 
out waiting to be asked. Or at 
lets her supervisor know when she is in a 


position to’ take on additional work after 


least she 


having completed her own immediate tasks 
How many demonstrate that type of codp- 
eration? Too few their own good 
Perhaps there’s a feeling that such an offer 


for 


have 
the 


invitation to 
that 


an more 


Even 


would only be 
work piled on 


has advan- 
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t iki time ass more quickly! 
s are much more 

» » ‘ 

~~ n s £ 21 \ s ired as 

i time <¢ ical 1a War 1 ant 
Her « ities 1m d Kee © certain stock 
ecords, posting shipments S 
( cuments In is 
always willing to lend a hand with work 
from other departments. The firm was s 


pleased with her work that a pri 
was built for her off one wing of the 


shipping 


part-time we 


preference to som d employees 
id failed t n sure t the standards 

t Courtesy ( al d Cooperat 
At least one depa tm t head is an eye 
it y ng i i potential assistant 
W ! er present \ k slackens up a bit 
S it there w ve less opposition t eT 


heations 1 idvance t. capacity includes 
a number of tactors \re you ready f 
added responsibility ¢ Lan y 1 analyze i 





problem or situation without overlooking 
any important features or allowing prefer 
ence or prejudice to sway your judgment? 
Just how good ts your judgment? Granted 
authority, have you the initiative to outline 


or institute the simplest effective 


blems that crop up u 


most 
means of solving pr 
work? 


answers 


Rate j irself h ynestly mn 
If you 


consider 


daily 


had the final decision 


your 


would you yourself really quali 
for promotion ? 

len K. has developed an interesting 
solving an 


tackling a 


and practical method for 


familiar 


un- 
new job 
She asks herself two questions. What do 
I need to know to handle the job capably 

How can I get that knowledge 
complete answers to thos 


proble m 





She writes 
questions. Not 
satisfied with the first two or three ideas 
the 
in the 


that usually come easily, Helen revises 
until 
most effective E 


Then 


her analysis and asks if he 


answers they are expressed 


ciearest, ngiish she cal 


command she shows her employer 


has any sug- 
gestions for improving her plans 
Vou make this work for 
Let your employer know about your am- 
He'll be 


sincerity and desire to succeed 


can idea you 


bitions with 
After your 
to his attention in 


Impre ssed you! 
ability has been brought 
this way, he will be more likely to remem 
He 


ber you when there is an 


opening 


194 





ut Gi 
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make a better job for you immediately tomers. At the start you probably won't 
lecides you're too valuable to risk be able to arrive at satisfactory answers 
sing some competitor Let your employer know you're interested 
He'll be glad to answer questions that 
CAPABILITY Capacity refers to the show you have been doing some serious 

b ahead; capability the manner in _ thinking about your work 

ich the present job is handled. In addi- 

n to thoroughness and knowledge as CCONSCIENTIOUSNESS The  con- 
liscussed by Mr. Gray in his talk with — scientious worker strives for perfection 
idy, capability includes alertness, that Flawless typing, correct spelling, neatly 
keenness of mind to spot things that re- balanced letters—these are characteristic 
juire doing. But that is only half the of the girl who takes pride in her work 
tory \lertness must be translated into She avoids careless errors that can easily 
ction by initiating methods that will ac- creep in with words that sound alike. Ac- 
mplish the desired results curate handling of an accumulation of these 


Employee 





RATING SCALE: 1--Excellent; 2--Good; 
_%.-Fair: 4--Poor 


| 1 1945 | 1946 | 1947 | 
CHEERFULNESS . 

| 
COURTESY | aes Te | 
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COOPERATION 1 


CAPACITY 
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CAPABILITY 





























| | 
CONSCIENTIOUS Ess || 


Rating chart providing space for semi-annual check-ups 
of an employee over a three-year period 





When you're a proficient stenographer little points, is the basis by which an 
t's easy to day-dream while transcribing executive determines the degree of relia- 
your notes—the dance last might, the party bility with which he can credit a worker 
planned for the coming week-end, next year’s Another indication of this quality is found 


vacation, maybe. But have you ever stopped in working habits. Will you produce a 
to consider the vast store of information good day’s work with a minimum of super- 
ivailable to you in your daily letters? vision? Do you have the interest of the 


Facts, decisions, psychology, the reasons firm at heart to the extent of willingly get- 


that situations are handled in certain ways ting out some last-minute dictation or tele 
there’s a liberal business education just grams, even though this may sometimes run 

waiting for the girl who will take advan- beyond closing time? 

tage of the opportunity. If considering Occasional errors are expected, but a 


these things tends to slow your speed at mistake repeated time after time is in- 
first, review your carbon copies at the end excusable. One resolution that will quickly 
of the day. Try to determine why a certain bear fruit (provided it is kept!) is the 
ction was taken, why a decision was determination not to make the same mis- 
made, why different styles of expression are take twice. A reputation for accuracy can 
sometimes used in writing to various cus- he attained just by paying attention to 
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explanations and then taking care not to 


repeat a mistake 

add up to a 
work 
for your employer 
Make your own 
While the 


fifty or 


qualities 
] 


These six “C” 
well-rounded personality plus sound 
But don't 


to Start QI! 


habits wait 


ading you 
analysis of your capabilities 
list could easily be expanded to 
ip-grades 
hind 


acquired many 


sixty, the stenographer who 


will 


herself by mastering these six 


that she has automatically 
additional 
related qualities make up some of 


broad 
ALL this 


has a selling 


qualifications Several inter- 
these six 
f 


classifications 


suggests that employee 


ib to do 


sold on your ability 


every 
How can you keep 
You 


found 


your employe! 


might try the method that Judy 


effective. Shortly after her talk with Mr 


Gray she secured a job with another com- 


became tamiliar with the 


pally After she 

work, she determined not to repeat her 
previous mistakes. Now when she lays 
papers on employer's desk, she some- 


\fiter glancing through the 


times says 
Pember file I thought you might need some 
information from last year, so brought it 
along.” This isn’t a daily or weekly habit 
but Judy has found that by occasionally 
selling” he ethciency = shi las made a 
favorable impression on her new boss 

One aspect of “self” selling that mustn't 


cultivation of a pleasant 
Avoid that pseudo-cultured w 
some stenographers. | recall 
» was guilty of that 


words were printed in type 


small enough to suggest the weak $ 
the Vv ( she alfected, you wouldn't be able 
t ead this sentence And everyone in 
Ihice was ked Dy iving to ask to 


speaking, and 
sented 


" 


will be wel- 


your comments will be etfectively pre 


that, your opinions 


By doing 
omed and you'll soon acquire a reputation 


> oh oe 
is a logical thinker 


seem too 


DOES all this make the goal 
path too difficult? Don't let a 


feeling of mivince 


distant, the 
temporary depression 


you that everyone holds an unflattering 


pinion of you. Remember the stenographer 


mentioned at the start of this article, who 


felt that she was in a rut? Later, when 
reminding her of our conversation, | 
wrote: “Do you want to know why I can 


ommend you for a secre 


unhesitatingly rec 
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tarial position? Because I know that you 


have a keen, alert mind, an imaginati 
vivid but practical, enough psychology n 
only to understand the other person’s point 


of view but to guide it, and the ability to 


express your thoughts clearly and, when 


the occasion demands, picturesquely. Your 
work discl 
to analyze problems and think them 


through to practical solutions 


method of handling your ses the 


ability 


Can you merit a similar 
If you're doubtful about th: 
in setting up your personal improvem 


program to acquire s t those ylus 
abilities that will mpel your employer 
to recognize your work. It’s not too soon 


Nothing To Do? 


oe you lean back and twiddle 
your thumbs, are you sure you are 


really “ALL caught up?” 
Shouldn't you 
ewe ees ir dest How long sin 


you had a clean blotter, or got to the bot 


tom of that spindlh 

Clean your typewriter? Do you need 
a new ribbon? Is t type clean, t 
nerds” dusted? 

( cr ti ues Cant they get ! 

| rd na irry 

l bp son I ) You might b 
wanting to asK a tay tomo aN 

i ri ? )} \\ ~ n ) 
tl thee is sick leaves, would ( 

rm indispensab wa ) | 
ire to take y | rt ) not! . 
con 1 just that wa 

ira é silo , | i 
good idea to jo iny words tha Q1V 
you troub ul save them fo st su 

udi moments. |! k them up st to b 
sur you don't actice them wrong 

{ i? i? ‘ ; ; ; i rs 

nd addresses \ list it is it of dat | 
is useless: and when the boss is standing 
by is no time to have to scurry for corre | 
tions 

Look ahead? Is th i pay 
monthly report due in a day or two? You 
may be rushed tomorrow 

Check up on off supplies? It takes 
longer these days t get forms printed 


and delivered. You should let your boss 
know if any stocks ar running low 
zg 


Hielen U 


licrman 
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He’s the “Postmaster General” 


of Japan Now! 


NAOMI SCOTT 








D a D Walting table in a resta al tor 1s 
I t is and anot b as a be pi i 
t \ tew months late ‘ eCcal pat 
ve time bookkeeper in a neighboring hot 
i y > i yurt »b was added to his coll 
idde tio ind tor nearly a year worked at 
ill I ft se and went t 54 4% at the same 
l S n Needless to say 1 seldom ave aged 
story and nore than hve hours of sleep a night 
ma 


Misso l x ius I H wanted t v me tor a 
\ r st. But a Civil Servi examuinat was 
and g g to be held, and his instructor insisted 
were a m his taking it 
She still recalls their conversation 
several ome yn, Leroy she sa Ll want to 
S y see you signing up this afterno to take 
“d 1e at exam.” 
IsIness Leroy balked. “I don’t feel a lequately 
to his prepared. I'd rather not take it.’ 
You'd better take it,” she leclared; “I 
nough know what you can do.” 
Mis- He was finally persuaded to take the ex- 
tarial amination—and he came out with the high 


Com est grade in the State of Missour 


i 
took one Leroy Ficklin’s first steady » was 





| Sfotes | re s (thee in 
M Missouri, as a stenographer. But 
ter vy months he developed his typing 
shorthand speed to such a degree that 

vas fired! 


“You'd better leave as soon as something 


tter comes up, boy,” his boss told him 
‘You're t good for this place.” 
4S soon as he found a clerical open- 


ing in the Post Office Department in Wash- 
ington, young Ficklin packed his bags and 
went to fill it 

At the beginning he almost 
awed by his new place of work. He 
480 stenographers in a 


soon as he 


was over- 
was 
one of tremendous 


it became 


nce 
adjusted to the huge place (at first he fre- 
to find his 
g speed gained him 
to an 
worked for 
Office D 

secretary to 


Postal 


quently got lost trying way in 


and out), his transcribir 


a promotion. He was transferred 
secretaries 


Post 
pi ivate 


office where eleven 
heads of the 
His job was 
Joseph F. Gartland, Assistant Chief 
Inspector 

In 1938 an emergency 


Archibald Ma I eish, { 


Library of Congress. He 


came from 
+1 


hief Librarian of the 


call 


needed an efficient 
secretary to help him for a short period 
confidential work. Fick 
h meant a 

He 


months he divided 
Office Depart- 


with some detailed, 


lin volunteered for the job, whic 
Was 


substantial increase in his 


salary 
accepted and for many 
between the Post 


Library of Congress 


his time 
ment and the 


The youngest Postal Inspector in the 
United States—that was Leroy Ficklin’'s 
position in 1940. A few days after his 


twenty-sixth birthday he was appointed In- 
spector of the large St. Louis 
the Missouri Postal Area. He 


government employee less than eight years 


Division of 
had been a 


WHEN induction of men for the Armed 
Forces be gan bic klin 
by the governmen 
Washington. There he was put in complete 
charge of the same Inspector’s Department 


was classified as vital 
ransferred back to 


and 


in which he had worked first as a stenog- 
rapher, then as a secretary, only a few 
years before 

After the war broke out, 
requested a ‘release and was commissioned 
a First Lieutenant in the Army Air Corps, 
to the Adjutant General’s Office 
His work, of a secretarial nature, was so 
highly secret that even now no hint can be 


did 


however, he 


attached 


given of what he 


Tue Grece Writer. January. 
() lay a ge fiver of national reputa 
tion i kal a xperiment 


flight in New Jersey. General H. H Hap’ 


Arnold hims« d the tuneral, ac 
companied by his newly appointed personal 
aide—now Captain Leroy Ficklin 


IN 1943 Captain Ficklin was put in charge 
f distribution of mail for men in the Army 
Air Corps all over the 
He traveled 


the entire battle area 


ntinually throug 
ng and mak- 
mail to 


Operations 
reorganiz1 


ing more efficient the delivery of 


these men. The nature of his duties accorded 
him the highest type of priority—his trips 
were necessary \ll he had to do was to call 


his commanding officer, and the air transport 


would be arranged for him within the hour 


Once in the middle of a raging storm 
when no commercial planes would leave 


the ground, Captain Ficklin had to fly t 
His ¢ 
the telephone lines 


sot ; 
but oO 


an outlying bas« 


a plane 
worried ( O 





a 
heard that a Flying Fortres 


was scheduled to leav: Ficklin boarded 
just before it took off. The Captain wrot 
later that “as the plane tore and bouncs 
through the storm and the tense crew 
waited at their posts for a battle, I sat 


the floor, 
and briefcase, fee 


I 
armed only with my typewrit 


ling distinctly inadequate 


WHEN the war ended in 
year, Leroy Ficklin, earli 
major, was sent to Tokio, where he is now 


in charge of mail distribution for all th 
American occupying forces 

weeks of occu- 
until dusk at 


rganizing an eft 


During the first hecti 
pation, he worked fron 
the tremendous job 


lawn 


cient mail delivery service. Now, howeve 


he has a little more time to relax and 
writes, “to add to that llection of rar 


clocks and 


been trying to putt wether 


odd pieces alabaster that I've 


tor the past ten 


years.” 


MAJOR Ficklin’s meteoric rise was n 
due in any part to political ll—he nev: 
“knew anyone who knew 


ability, persistence, and shorthand and typ 


pull—he 


someone.” G 


ing were his guideposts to success. They 


can be followed by almost everyone 
o ¢ . 


will 


NOW what 
rTODAY? 


>» A YEAR FROM 


wish you had d 


you 
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LONG WORDS SIMPLIFIED 
; [hat is what is accomplished by the use of the analogical 
abbreviations devised for many word beginnings and endings 
JANET KINLEY GREGG 
| Se « 
HE last theory | ssons compris t a a Se a? ) aa 
subject matter under discussion this an yy, 
month. They are not the most im - , : ) 
tant lessons in shorthand, because they ali fecatern o~ Fs ) 
, \ the writing of words encountered - 
mu less frequently than those 1n_ the tA Litstiecre 4 of ) o 
early lessons; but they can seem very im —— 
ant is ¢ ted by Some x , ‘ 9 , t 
1 long and technical word in dictation, a write separately 1 disjon from t 
word with wl the writer may not even rest of the word. A distinctive outline is 
be familiar in longhand thus achieved for each given group of 
words. Bear in mind that only one ana- 
THESE longer words account for only logical beginning or ending is needed for 
about 5 per cent of all the words that you each group; the same 1 loes tor several 
ill be likely to be called upon to writ sometimes numerous, words. It is almost 
but there are various reasons why it 4s like mass pt dduction—once the beginning 
in! tant that they be made a part of the r ending is learned, a whole series of 
writing vocabulary. In the first place, they products in the shape of words is at once 
ire less frequent, comparatively unfamiliar ivailable to the writer. He has at his finger 
so that the chances of hearing them cor- tips the simple stroke that, when disjoined 
rectly are diminished. Next, again because trom the rest of the word, represents an 
they are less frequent than the words given entire combination of sounds: 
in the earlier lessons, it follows that there ; 
is bound to be consider ably less practice - 4 a 
given them, less opportunity to become = - ( = c“- 7 
familiar with the outlines in general writ- 7) fala _4 hall 
ing. In the third place, if the outline for a  -_ | 4 A el C. 
long and unfamiliar word has not been ~ cain 
practiced, precious writing time must b (— 
given to getting it down “somehow” (for hilarity, temerity, inferiority, authority, security, 
there is practically no chance of remember- ‘SClebrit¥, eteravate, aggressive, agronomy, epri- 


. culture 

ing what it was later) at the cost of maybe 

: r ¢ loesn’ ; t ? a] ; ] co 

me or two words or even sentences that it doesn’t matter at all at vowel und 

follow is included before an ending, or after a 
Ll 


disjoined beginning rr, indeed, if none 
7 , - 2 a = cS : , < included (as in the cast ot lehbrity sie 
ORTUNATELY for our purposes, many . ec (as i cen y, pu 
f these words fall into groups of similar rim, postman). In many cases more than 
beginnings or similar endings. These are half of a word 1s indicated by the simpl 
. : , , ’ Bian S Santen wives ’ 
called analogi il beginnings and anal ical evice Ol HSJOMMNg a Riv 1 Strok 
ndings [They may be syllables or whole , > 
tions f words that sound «@ ugh alike — i P 
} | } } - Fi f / 
it they may be written alike in short- a - go? 
hand. For instance - 


y. ie oi multiply, superb, circus, autograph, drastic, agility 
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- what groups of sounds are abbreviated in 
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The one precaution that might be needed 
is that e disjoined stroke should b 
written quit close t the res t the at rd 
so that there may be n mistake about 
where it belongs. no possibility of omitting 
it in transcription 

var 

HE advantages of writing, as far as 
possibk y syllables and phrases have beet 
stressed Now this practice is extended be 


yond syl 


compris 


ng the beginning or ending of 


groups of words. When the fact ts taken 
into nsideration that in many cases it 
takes the speaker longer to pronounce som 
of these words than it does the shorthand 
writer to get them down in a notebook 
some idea of the value of the disjoined be 
ginnings at endings is gained 
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Sometimes a derivative brings in another 


g entirely, as in the case of derivatives 


j 
= ° a A 
<— < é < 
. "ath o~ ‘>? 
— 
event, eventual, eventually eventuality secure, 


secured, securing, security 


tue ; ' , ‘ ‘ 
S iV rol ] i il s 
ities a stat t r 7 iate 
nm ; ] ; ; ‘ ‘ 
< ea ‘ ) 1 11 r 
titre vher g " ‘ egiInnings 
i 2 x ied 
a ad > 
~- , - —s 


a ° A 
—_— a q. » ¢ = 
[a ——_ - —) 
~~ ~ _ 
Le / 
. 
P > , 
Ls } . 
—- KZ” > A 
. A a 
~~ = < _— anal 
A S 
. < 
2 @ —> _—-«- -——-——— 


Vew Britain, New London, St. Albans, St. Joseph 
Santa Barbara, Santa Fe, Owensboro, Hillsboro 
Pittsburg, Lynchburg, Fairbury, Danbury, Win- 
hester, Baychester, Danville, Zanesville, Fairfield 
Winfield, Newport, Davenport, Oxford. Milford 
Lockport Logansport Huntington Torrington 
Rirmingham, Nottingham, Elisworth, Longworth 


Our Experts Write for You 


} nromic . " nictiures f an 
xpert writer of t system in a 
tion. Many readers ha vritten us to say 
that they are very n mtorected im dhe 
al d tT) sit T pl ? oT 7 | | ? f ? ree 
great shorthand writers showr mn this 
lepartment in the st t e months. They 
int ut wever, t t thev w ild like t 
—— — ' f me fas 

and = =pos some amous 

voman_ shortha te This mont 
theret Ve i 5 g£ you a photo 
graph of the hand position of Anna Poll 
mann. Miss Pollmann is one of the most 
brilliant writers of Continued on page 237 











235 


», 19d Grecc Writer, January, 1946 


Word Beginnings and Endings 


37 and 238) 


Drill on pages 2 
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rills on Brief-Form Derivatives 
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“ Office” Quiz > 


BORIS RANDOLPH 


See page 242 tor the 
Correct Answers 
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DON'T CHANGE THAT BOSS 


[f you think the Boss needs changing, take another look at 
yourself; it’s more likely you need to conform to his ways 


VELMA L. HARVEY 
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STUDENTS’ 5-POINT PROGRAM 
Three more points—on reading, speed development, vocabu- 
lary—are added here to the discussion begun in November 





uury 


FLORENCE ELAINE ULRICH 
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January Test Material 


! ciul i fest paper houid be accompanied by a typewritien list of mames to expedite 
umd imsure accuracy tn making out certificates January « spy as good as member- 
O. A. 7 ( / and O. G 1. until receipt of the February, 1946, issue 


Senior O. A. T. Test 


INSTRUCTIONS: You are to assume that the following letter is to be sent by Mr. Bright to sir 
men who are prospects for the new kind of lighting. Make a carbon copy of the first letter only, but 

rder to have a complete record for tollow-up purposes, type at the bottom of this carbon th: 
tation Letter was also sent to and list the names and addresses of the five other men to whom 

same letter was sent, together with the date of mailing if the letters were not typed on the same 
date the first one was written 

Dictator’s initials and your own must be in the proper place on each letter 

Address envelopes tor all six letters Then before handing your teacher the completed letters and 
ea tated carbon. type in the upper lett-hand corner of the carbon, your own name, your schoo! 
ume and address; also the total time, in minutes, that it took you to complete the task 

PRODUCTION TEST 
Supply name, addres and lutation tor each letter 


The development of the fluorescent lamp in 1938 
opened up a new era in lighting, as revolutionary and 
far-reaching as the invention of the first electric 

Every major development in lighting history has 
en characterized by one all-important feature-——more 
ght. That is the symbol of lighting progress. 
luorescent lighting is the outstanding contribution of 
o the realization of "See-Ability" in our 


homes, offices, stores, factories, hospitals——every 
place where human eyes rely on higher levels of artifi- 
cial lighting for safe, effortless seeing. 


Fluorescent lighting is still in its "infancy." 
As a result of the continuing research and engineering 
in our laboratories the years to come will see progres- 
ive improvements in lamp design and performance. 

To help you know more about this new, different 
ht source, how it is made and how it works, is the 
urpose of the brochure that is being sent you under 
eparate cover. 


” 
n 


1c 


dud 
} 


”'O 


Cordially yours, 
Fluorescent Lighting Company 
Marshall Bright, President 


Vote ¢t Teachers: Check the work of your students when they have completed this Production 
Test. so as to be sure that they have complied with all requirements. Mail to us only the annotated 
” py, tor examination and awards 


Junior O. A. T. Test 


INSTRUCTIONS Arrange neatly on a sheet of paper, adding a typewritten border This is @ 
test of vour ability as an accurate typist who appreciates the value of attractive copy Type the 
headings in all caps subheading in capitals and small letters, underscored 


THE SCOPE OF EMPLOYMENT One-seventh of all employed private 
OPPORTUNITY—What Is It? The _ secretaries and stenographers, it is es- 
scope of employment opportunity in timated, leave business each year be- 
Stenographic work, it is safe to say, is cause of marriage or obtain advance- 
wider than in any other business or ment to executive positions. Hence, 
government occupation. one-seventh of all the positions in this 
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Competent Typist Test 
Use double spacing in typing this test 


lo find the gross number words you @ 
words tor each error it get net r ’ 
lhe number of strokes is indicated at the end f each line in 


The present revival of interest in good book making 
includes the practical as well as the artistic. The greater 
use of books makes it more than ever necessary that the 
practical side be considered. Books are no longer merely 
objects of art, to be collected by the wealthy. They play 
a very definite part in daily life because of their use in 
education, in office practice, and in industry, and their 
widespread general use for pleasure and improvement. 
Books are often given very hard use and even abuse. 
Therefore, durable binding is important. 

The principal factors in bookbinding are the board, 
the sewing, and the gluing. Cloth, leather. fabric, or 
whatever material is used to cover the boards is also 
important, but here there is a wide range of choice, and 
much depends on the particular use of the book and the 
amount to be spent in its making. But on the board, the 
sewing, and the gluing, the wearing qualities of a book 
depend to a very large extent. The board is the founda- 
tion of the binding. If the board cracks, warps, or 
breaks, it causes the cloth to wear, and the sewing and 
gluing to pull loose. If the board is soft, the corners of 
the book are easily damaged. 

A reputation for good bindings is of value to the 
publisher. There was a time when the average person 
knew the name of the book read; those slightly above 
the average knew also the name of the author. Today, 
the average person is often somewhat abashed if he does 
not know the name of the author as well as the name 
of the book, and observation in bookshops shows that 


Strokes 
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a surprising number of people know the different pub- 

lishers and what they stand for, and that they are loo 
interested in knowing who publishes the books they buy. 1725 
= American publishers are building their traditions, and 178 
the quality of their bindings plays a not unimportant 1834 
part in the reputations they establish. 1875 

A good, substantial binding is a thing that more and 1s 
more book buyers are demanding. And since books are 1981 
often used for pleasure as well as profit, a pleasing bind- 
ing also has its value. But the most beautifully designed = 20 
binding will fail to have that essential rightness unless = 2!5 
good materials are used in its making. 

Naturally, because of their use, textbooks receive the = 225! 
hardest wear. Most publishers use for these books only 
the best of materials and workmanship. Even though — 2359 
competition is very keen in this field, and prices are very 2419 
low, most publishers find the slight extra cost of the 2474 
best materials quite worth while. Because textbooks — 252 
are now supplied free in many states, the quality of 25% 
binding receives most rigid inspection at the hands of 2035 
the authorities who select the books. Publishers not 208 
only want their bindings to pass inspection, but to 2741 
give satisfactory service in use. Therefore, the gen- 27% 
eral standard of binding on textbooks is very high. — 284 

Unfortunately, so far the libraries have not been able = 2 
to get publishers to meet the needs of their conditions. 2% 
Library books also receive hard and often very constant 
use. But libraries must buy books of all kinds, and 
except at extra expense they cannot have their books 3122 
especially bound for them. Librarians have many oppor- 
tunities to observe the durability of bindings, and they 3233 
ss feel that the general quality of publishers’ bindings is = 3290 
very low.— “Bound to Last.” Binders Board Manufacturers 3299 


os 4ssociation. 


Repeat trom the beginning until the end of the ten-minute test period.) 














O. G. A. Membership Test 
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great field of work must be filled each 
year by beginning stenographers and 
private secretaries. 

The percentage of turnover of per- 
sonnel in stenographic and secretarial 
work is thus probably greater than in 
any other business occupation, and the 
opportunity for beginners to obtain em- 
ployment, consequently, is greater than 
in any other occupation. 
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In this connection, it should be re- 
membered that stenographers and pri- 
vate secretaries are required— 

In every department of every kind of 
business; 

In every department of every kind 
of nonprofit undertaking; and 
department of every di- 
whether it be 


In every 
vision of government, 
federal, state, or local. 

The young woman or young man who 
reads this booklet, and who is about 
to make an important study and occu- 
pational decision, should, therefore, give 
thought to this 
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Transcription Speed Practice 
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Typist Practical Speed Test 


First determine your best speed on the Competent Typist Test (page 246). Then trv this 
test for comparison, and see how closely you can approximate your rate on this 
month's C.T. Test. 


60,000,000 FIDDLESTICKS 


One of the worst pieces of statistical silliness that has ever been per- 


petrated in this country is this 60,000,000 job stuff. You've seen a lot 145 
of these statements, beyond doubt. Most of them say, or imply, that 21 
“business” must provide these 60,000,000 jobs. That’s what makes the 284 


whole thing so silly 


We don’t know who made the statement originally, or whether it just 


grew. If the intention was to say that we should have 60,000,000 gainful +4 
workers for postwar prosperity, it was reasonably realistic. But our total 525 
gainful workers include a lot of people not considered business workers by 60) 
the average American 623 


Our Bureau of the Census says that we had 53,299,000 gainful workers 692 
in 1940. Of these, 8,215,000 were farm workers, over 2,000,000 were do- 


mestic service workers and 3,352,000 were professional and semi-pro- 833 
fessional workers. These, and a great many more, could hardly be RO¢ 
classed as holding business jobs. 931 

The simple fact is that business couldn't fill 60,000,000 jobs if it had 1N04 


them. At least it couldn’t fill them without making our economy perma- 
nently lop-sided and distinctly unhealthy. Sixty million postwar business 
jobs would mean perpetuating wartime conditions 

A little simple arithmetic will throw some light on this 60,000,000 busi- 
ness jobs idea. According to 1940 census figures we have slightly over 
101 million people who do not live on farms. Of these about 25 million 
are children up to 14 years old and 71!4 million are 65 or older. That leaves 
6814 million non-farm people from ages 15 through 64. Adding population 
increase to 1946 we get a total of 


-~ 


72% millions, in round numbers 


Half of this total possible business labor force of 72'4 millions are 
women. Now where are we going to get 60 million business workers? 
Are we going to prohibit professional men, throw out the arts, ban 1s 
entertainment, conscript women and children? That’s the only way we 1905 
could do it. 19] 

Sure, our figures are over-si:nplified. But they demonstrate another way 1992 
of thinking about postwar jobs. Let’s stop figuring how many people 206) 
must work to produce a theoretical income. Let's start figuring how 
many people should work at business jobs in a normally prosperous 
nation of happy families. The answer will not be 60 million, we're sure 


> 771 


Business is missing a bet if it does not produce statistics as to the 2341 
number of business wage earners needed in our postwar economy. The 2409 
statistics should be reliable, easily understood, fully and promptly pub- 248] 


licized. Otherwise some of our noisier economic planners are going to use 2556 
the 60 million myth to berate business. They’re going to scream that 2 
business was told that 60 million jobs were needed and that business 2695 


did not co-operate. —From “Clement Comments.” 
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The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 

these columns to the students submitting the five best tests in each 

group during the previous month. This is a noteworthy honor for 
which every student should strive. 
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THE SHORTHAND REPORT 


IDENTIFYING THE EXHIBITS 


The best of the various systems of marking papers or other 








objects offered in evidence by the different parties to a trial 


CHARLES LEE sWEM 
Official Shorthand Reporter, New York Supreme Court 
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Some “Word-and-a-Halfers” 
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Suggested by CHARLES LEE SWEM 
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Fast or slow 
puit of Clothes 
Glass of milk 
jGless of water | 
jCup of coffee 
Cup of milk 

Cup of tea 

iCup of-weter 
jPitcher of milk 
jPitcher pf water 
|Pint of milk 
iQuart of milk 
Cen of milk 
Green light 

\Red light 

\Red or green 
|Green or red 
{Losef of bread 
_Port side 


Sterbvosard side) 


jAdhesive tape 
Adhesive bandege 
Bleck and white 
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WHo’s WHO IN SHORTHAND SPEED 
American Prisoner-of-War Makes Good 
With Other 175-Words-a-Minute Winners 


EXAMINER A, A. BOWLE 
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Louis Trouve 


: Winners or 175-Worps-a-MINUT! 
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Animal Teamwork 


IVAN T. SANDERSON 


Reprinted by permission of the “Reader’s Digest” as condensed from 
“Nature Magazine” 
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Graded Letters 


For Use with Chapter One of the Manual 
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Graded Letters 
\. E. KLEIN 
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Knowledge is Power 


_~_ 
Reprinted from “The Advertiser's Digest.” as condensed from a booklet by 
Cc Confederation Life Association 
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